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LOG ON

You have 2 options to use on the site depending on the activity you need to complete.

THE CITY OF

NORFOLK

Government Business Residents Play AtoZ
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Search & Pay File & Pay Business Contact Us

City of Nerfolk- Norfolk.gov Property Taxes Taxes

Commonwealth of Virginia

L]

; Weléme to the Portaﬁor the
Norfolk Comm_ﬁsloner of , .
Revenue | Biyth A Scott Treagurer and Commigsioner
Norfolk City Treasurer | Daun Of Revenue

Hester The Constitutioflof Virginia delegates the authority to asses@iand collect taxes
1o Commissiondls of the Revenue and Treasurers. This divigln of responsibility
facilitates neceglary internal control checks and balances.

Daun Hester
City Treasurer
Real Estate Assessor - The City
of Norfolk, Virginia City of Norfolk @ntinues to look for improved methods of obflining tax payments

and providing ditional information to the public regarding ount status, Email
assessments 3| payment opportunities

757-664-7800

Virginia Department of Motor
Vehicles

Use this option to file
and create new
invoices for business
taxes

Use this option to pay
any existing or
delinquent invoices

Blythe A. Scott

Commissioner of the Revenue

»

If you just need to pay an existing invoice, use the Search & Pay Property Taxes option. If you need to
File and Pay Business Taxes (such as Business License fee, Admission tax, Food & Beverage tax, Room
tax, Transient Occupancy tax and Short-term rental tax) use the File & Pay Business Taxes option. You
can now also file your Tangible Business Personal Property and Machinery and Tools returns and upload
the required documentation.

Read and accept the Disclaimer.
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Now you will be presented with the login page. Enter the requested information. The login credentials
are hashed using a salt and hash encryption algorithm to provide online security, so entering your full
FEIN/SSN is safe and secure.

You will see the Account List screen showing your account. CLICK View/File to continue.

You will see the Account Information screen showing your account and any others you may have linked.
CLICK Continue.
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BILLABLE ITEMS

Now you will be presented with the Billable Items page which is where you will start the filing for the
different tax types associated with your account.

CLICK View/File on the tax type to start the filing. If you are not sure what you may need to file you can
use the Filter By option on the top right-hand portion of the screen to help you select.

Each filing screen provides information about the type of tax you are attempting to submit. Below are
examples of each screen.
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FILING

MONTHLY FIDUCIARY TAXES- these include Admission, Food & Beverage, Room and Transient
Occupancy taxes.

x FOOD & BEVERAGE TAX

From the Billable Items page select View/File next to the Food & Beverage Tax description.

Select File Now and you will be directed to the Food & Beverage tax filing page to begin your monthly
return.

*If you select the wrong tax type or feel you are in the wrong section. At any time, you can Logout or
Return to Account List or Return to Billable Items page by using the options at the bottom of each filing

page.
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Below is the page that you will enter the information necessary to file the installment selected. THE
FILING AND PAYMENT ARE DUE BY THE 20th of EACH MONTH.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields.
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You will receive a filing confirmation email (like the one below) letting you know it has been submitted
successfully.

X ADMISSIONS TAX

From the Billable Items page select View/File next to the Admissions Tax description.

Select File Now and you will be directed to the Admissions Tax filing page to begin your monthly return.
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Below is the page that you will enter the information necessary to file the installment selected. THE
FILING AND PAYMENT ARE DUE BY THE 20th of EACH MONTH.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.
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X ROOM TAX

From the Billable Items page select View/File next to the Lodging Room Tax description.

Select File Now and you will be directed to the Room Tax filing page to begin your monthly return.
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Below is the page that you will enter the information necessary to file the installment selected. THE
FILING AND PAYMENT ARE DUE BY THE 20th of EACH MONTH.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.
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X TRANSIENT OCCUPANCY TAX

From the Billable Items page select View/File next to the Transient Occupancy description.

Select File Now and you will be directed to the Transient Occupancy Tax filing page to begin your
monthly return.
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Below is the page that you will enter the information necessary to file the installment selected. THE
FILING AND PAYMENT ARE DUE BY THE 20th of EACH MONTH.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.
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X BUSINESS LICENSE

*PLEASE NOTE- one business account may need to file for multiple business licenses. See the
image below.

From the Billable Items page select View/File next to the Business License description.

Select File Now and you will be directed to the Business License filing page to begin the process.
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Below is the page that you will enter the information necessary to file for your Business License. THE
FILING AND PAYMENT ARE DUE BY MARCH 1 of EACH YEAR.
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*Some business license accounts require the submission of additional documentation (like in the
example above of a Contractdr License). If that is the caser your businesshe filing page will
display what is required\When uploading documents NOT ALL FILE TYPES will be accepted. The
preferred file types are excel(.xlsx) word(.do@)d PDF

If you wish to submit any other non-required supportidgcumentation(such as an appointment of a
representative)you will also have an option to do so on the filing page by selecting the + Add Another
File button.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields and uploaded all the required documents.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.

Once your payment has been processed by the City Treasurer the Commissioner of the Revenue will
mail you a copy of your license. * Unless the City Treasurer withholds the license because of
delinquent taxes or fees. If this happens the Treasurer § Office will notify you.
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X TANGIBLE BUSINESS PROPERTY TAX

*PLEASE NOTE- a business account that has multiple business licenses may have to submit
multiple tangible business property tax filings.

From the Billable Items page select View/File next to the Tangible Business Property description.

Select File Now and you will be directed to the Tangible Business Property filing page to begin the
process.
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Below is the page that you will enter the information necessary to file for your Tangible Business
Property Tax. THIS FILING IS DUE BY MARCH 1 of EACH YEAR. PAYMENT IS DUE JUNE 5™,
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You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields and uploaded all the required documents.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.

Please note the assessment rate for Tangible Business Property tax isMIDREXAMPUEyou enter
$1,000.00 above your taassessment will be $400.00. The tax rate is $4.33 per $T0@. minimum
assessment will be $250.

*All businessaccountsare required to submitadditional documentation(asset listwhen filing

Tangible Business Property Takhen uploading documents NOT ALL FILE TYPES will be accepted. The
preferred file types are exceklsx) word(.docxpand PDFE If that information is not submitted, you will

be contacted by a Commissionef the Revenuaffice representative

If you wish to submit any other non-required supportidgcumentation(such as an appointment of a
represenative) you will also have an option to do so on the filing page by selecting the + Add Another
File button.

Tangible Business Property tax is due June 5™. The Commissioner
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X MACHINERY & TOOLS TAX

From the Billable Items page select View/File next to the Machinery & Tools Property description.

Select File Now and you will be directed to the Machinery and Tools Property filing page to begin the
process.
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Below is the page that you will enter the information necessary to file for your Machinery and Tools
Property Tax. THIS FILING IS DUE BY MARCH 1 of EACH YEAR. PAYMENT IS DUE JUNE 5™,
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You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields and uploaded all the required documents.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.

Please note the assessment rate for Machinery & Tools Property tax is 40%. If you enter $1,000.00
above your tax assessment will be $400.00. The tax rate i2%per $100.

*All businessaccountsare required to submiadditional documentation(asset listywhen filing
Machinery & ToolsTax When uploading documents NOT ALL FILE TYPES will be accepted. The
preferred file types are excel(.xIsx) word(.do@0)d PDF If that information is not submitted, you will
be contacted by a Commissionef the Revenu®ffice representative

If you wish to submit any other non-required supporting documentati@uch as an appointment of a
representative)you will also have an option to do so on the filing page by selecting the + Add Another
File button.

Machinery and Tools tax is due June 5™. The Commissioner
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QUARTERLY FIDUCIARY TAXES- these include Daily Rental Machinery Tax (heavy equipment rental) and
Daily Rental Property Tax (tangible property regular equipment rental).

X DAILY RENTAL MACHINERY TAX

From the Billable Items page select View/File next to the Daily Rental Machinery Tax description.

Select File Now and you will be directed to the Daily Rental Machinery Tax filing page to begin the
process.
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Below is the page that you will enter the information necessary to file for your Daily Rental Machinery
Tax. THE FILING AND PAYMENT ARE DUE BY THE 20t IN JANUARY, APRIL, JULY, and OCTOBER.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.
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X DAILY RENTAL PROPERTY TAX

From the Billable Items page select View/File next to the Daily Rental Property Tax description.

Select File Now and you will be directed to the Daily Rental Property Tax filing page to begin the
process.
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Below is the page that you will enter the information necessary to file for your Daily Rental Property Tax.
THE FILING AND PAYMENT ARE DUE BY THE 20t™ IN JANUARY, APRIL, JULY, and OCTOBER.

You must complete each section marked with a red X. Once complete the Submit Filing button will
become active. Simply click Submit Filing.

*If nothing happens when you click the Submit Filing button, please double check to make sure you have
filled out all the required fields.

You will receive a filing confirmation email (like the one shown on page 7) letting you know it has been
submitted successfully.
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PAYMENT

After you have entered all the required filing information you will be directed to the payment side of the
portal which is shown below.

Select Add to Cart or Pay Total Due for All Bills.

To view other invoices that may be due, as well as previously paid invoices use the Related Invoices tab.
This screen shows a complete view of all invoices (paid and unpaid) associated with the account. You
can also put invoices in the cart from this tab using the Add Unpaid to Cart at the top right.

* PLEASE NOTE when filing Tangible Business Property and Machinery & Tools tax after you click submit
filing you will be returned to the billable items page for that tax type. Those types of bills will not be due
immediately.
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This screen appears after you add invoices to the cart

Select Secure Checkout.

Complete the 5 steps necessary to finish the payment. Choose your method of payment and enter all
the required information needed to complete the transaction in steps 2 and 3.

When you reach step 4 in the process you will be asked to process the payment.

You will receive a payment confirmation email. All payments are posted by the City Treasurer
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